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SME Administrator Contacts

Lori DeGaetano

Talent Development Division

Office of Human Resources Management (OHRM)

Email: Lori.DeGaetano@gsa.gov

O: (202) 208-6125 | C: (202) 295-7784

Leslie Swann

Talent Development Division

Office of Human Resources Management (OHRM)

Email: Leslie.Swann@gsa.gov

O: (202) 281-9041
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For More Information

https://corporateapps.gsa.gov/applications/gsa-olu/
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SME Admin 101 Objectives SME Admin 102 Objectives

SME Admin Training

ÅGSA OLU Homepage Overview

ÅAdmin Center  

ÅLearning Administration
ÅItems

ÅScheduled Offerings

ÅSO Search

ÅSO Creation

ÅRegistration Management

ÅView/ Print Roster

ÅRecord Learning

ÅScheduled Offering Management: 
ÅEdit SO

ÅCopy SO 

ÅDelete SO

ÅNotifications (ad hoc)

ÅReporting
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SME Admin 102 
Resources

ÅJob Aid

ÅTraining Slides

ÅRecorded Training Video

ÅSME Admin Contacts
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Staging ςTest Environment Production ςLive Environment

OLU Administrator Access

https://secureauth.dev.gsa.gov/SecureAuth170/ https://gsaolu.gsa.gov

https://secureauth.dev.gsa.gov/SecureAuth170/
https://gsaolu.gsa.gov/
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GSA OLU Homepage Overview

Homepage Options

Homepage Features Main Menu Navigation
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Admin Center ςLearning Administration
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Admin Center ςLearning Administration Page

Change Admin Preferences: 
locale, time zone, and 

currency
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Scheduled Offering Overview

A Scheduled Offering (SO) is an ILT that has been scheduled with a start date and time. 

There are two ways to search for an existing SO:

Å Via Learning > Items (Item Administration page) 

Å Via Learning > Scheduled Offerings
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Scheduled Offering Administration Page

Core Area (top left): Contains your SOõs 

basic information.

Actions Menu (top right): Displays 

additional actions that can be performed 

at the SO level.

Related Menu (bottom half): Displays 

major tabs related to important SO 

components (ex: Registration). Click 

More to see additional Related tabs.


